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Attached la the draft of a memorandum which cover* a problem 
and tha solution aa wo aaa it, which we feel should be presented 
to Mr. Volf* Its scope la agency wide and should be dealt with 
aa an agency problem. 


Our suggested remedy la comparable to that which the anted 
eerrloea base been using for at least’s decade. Although we are 
satisfied that the benefits which we have enumerated merit the 
saployant of tha new system we feel that as it begins to operate 
and becomes known to the agency even more usee will be made of it. 

It is the type of problem which grows on Inattention^ for 
aa the agency grows and record keeping becomes more complex, more 
short range and less effective methods will be adopted. Than the 
correction becomes much more difficult and perhaps impossible . 
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As aore of ths agency *■ rscords are naintained oc tabulating 
cards, ths need for a uniform number identification of employees 
has increased. 

At present, thsro arc four systems In operation in Machine 
Bseords files. The Personnel files use a chronological mabw iBg 
systen while an alphabetic sequence system is used for pay roll 
files, further the unvouchered personnel records are numbered with- 
out regard to the mashers assigned to vouehsred personnel records. 

V • .• -jfr. * *.-f \? 

this requires maintenance of separate registers sad rslstsd files 
for assignment of numbers*, causing an overlap and duplication of 


washers which prevents cross-reference between files for purposes 
of detecting duplication of records or transfer of information 0 
The e ase duplication of effort exists in ths vtmehezed and un- 
vouehsrsd pay roll files asking a total of four separate registers 
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aaintaiped for the 


purpose of identifying an employee of 
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this agency. Accounts Brandt, Finance Division, is considering ^ 

.v *■ 

the transfer of the record of advances to employees froa a manual 
ledger to punched cards. This too, will require a numeric ideo- 


tlficaticn of employee# » Since advances are nade to esg&oyees on 
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both tomM and anroaahor-od rolls, nolthor tho oaplcyS?a|| 

nmr waaml or m nil nbbor am bo used. Tho altomatlToo aro 


It Is proposed that tho Poraaoael Off loo assign a nnabor to < 
ortry onployoo at tho tins of ontraaeo on doty, and that that ntxnbor 
bo plaood boaldo tho oaployoo*a nano on all porsonnol do ca aw cto and 
pay rail rooorda. This aatabor will ronaln with tho oavOcgroo daring 
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| A 4i«tt *1* waU bo udd*d to tbo loft of tbooo mrion. 

Tbo ■nljii— nl of UtM nwdiiru would bo undo by tho SCO dook Is 
"X" Bldg. «• poroono oatorod — duty. Tbooo ©ould bo outoadod to 

i 

20000 0 . Soy o u d tfelo, a— boro would bo tsaipoA in blodn of 100000 
to ooob BCD dook os tbo nood orooo. 

Ao ototod Wfor* t la oooo of tnaafar botwoo a oor ur t and overt 
oporatlobo tbo oorlol n—diar would bo rotolaod. la u unch u tbo 
oartgSaol dtebo of ootoy on duty la tbo ag— «y lo oorrlod on auab 
to t — foro tboro would oooo to bo bo addod oooarlty boaoid 1 b oorry 
tw of oorlol — or. 

in. imbues 

Tbo b— efito of this spot— will bo twofold. First, It will cab- 
otootlolly ln o roa oa tbo officioncj and aoouraey of files and rooorda 
it la Initially a pp l ied to. p er s onnel statist loo auffor fron 
tbo difficulty 1 b rolatlag infer— tl— frsa vtmcborod and — ushered 
history fUoa that portals to tbo oawo para—. Tboro lo nn uonhnu 
tool — t b o d for dotoetlag a duplication botwoon active — horvd 
and o — ob or a d fU— • Obdor such a oltuatlon receipt of aotleo of 
> transfer to — ba r ed rolls woll 2 b edranoe of notioo of roOLoaoo 
. fra — uobopod radio pon&te an active oard to ataad in both files 
'—d Inflates tbo dg—ay strength r ap ort. - 

Tbo n—llflnatlo— sar vo j r —at dop—d ob statuo fUo for location 
. — d on— t ag— ay a t at — of — ployooo . Mb— aa — pluyoo t row foro 
botwooa —Us Ids oorlol modw la ahawgad aad tbo boy id b&a quail- 
float!— fl]| la loot* A tlnflt mnll i or ldentlflcatl— would l eoo p 
the qaallfl— tl— a god cetlvo regardless of tbo t— for. Tbo 
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reassigned to permit addition of new naaes« The assignment of a 
now series of numbers to these files la no small task and should 
not be attempted until the ayatea has been installed and thoroughly 
tested In personnel files,. 

There is no conversion problem for Advance Accounts records 
since the punch card system Is not yet in operation* Ctoce in 
operation as proposed an employee receiving or accounting for an 
advance would be identified fay both nas» and number * Punched 
cards will contain only the number* 

SECURITY 

Central numbering presents security haxardo for personnel in 
coTert operations o The system east provide for machinery to change 
numbers where number or name end number have been exposed* It 
also most determine in what areas rosters are needed mri that the 
distribution of roeters be held to a minimum* 

WggB» CCKMHTE8 

Recognising that the system proposed will affect the entire agency 
it is requested that the offices most concerned be represented an a 
eoaalttse to ccnaider it* It is suggested that the coonittee be com- 
posed of representatives from the Office of the Deputy Director for 
Plans, Inspection and Security Office, Audit Office, Finance Office, 
Personnel Office, and General Services* 
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